
APPINDIX B

INSTRUCTIONS FOR COMPIJH!ION OF DD FORM 1822,
“mm OF DISCLOSURE OR DENIAL OF u. So CLASSIFIED MILITARY INFORMATION”

A. GENERAL

Review the following @neral instructions and sample form, figure E-1 ., before
completing DD Form 1822:

1. Typewriter Settings

- IMPOKJ!ANT - Use 10 pitch only.
- Use CCR font A. OCR font B may be used as a substitute.

O C R  F O N T  A .  10 pitch- ABCDEFGHIJKT 12345 L7A70
O C R  F O N T  B , 1 0  pitch, A B C  D E  FGHIJK,  1 2 3 4 5 6 7 8 9 0

- Set the paper guide to “O.”
- Set the left margin to 6, or so that typing begins just inside the

verticsl blue line.
Set TAIH to 16, 31, 45, x, ’71, and 80. This may have to be adjusted
by adding or subtracting 1 to each TAB when you align the form.

- ‘&pe in CAPITAL LE1’TERS.

2. Handling and Aligning the Form

- Do not mske any extraneous marks on the f rent or reverse of the form.
- Do not fold or staple the form. Discard soiled or dog-eared blanks.
- IMer in the typewriter to the line marked, “USE TO ALIGN. ” Using the

preset TAES, type a character at each TAB setting. The character should
appear under the right hand cross of the “T, ” like this~. Adjust
the form and TABS, as necessary. Once this adjustment is complete,
MAKE NO FUKHIER ADJUSTMENTS TO TKE IWO! EVEN THOUGH THE ALIGNMENT MAY
APPEAR TO BE OFF. Once you are experienced in use of the form, this step
msy be omitted.

- Mail the form in a 9- by 12-inch, or larger, envelope. Do not fold the form
for mailing.

3. Typing the Form

- Type in CAPITAL LETTERS.
- Each numbered data element begins either at the left margin or at one of

the preset TAES. Always begin wing at the TAB setting without entering
a space even if the entry does not fit in the box exactly. This is neces-
sary since the OCR reader determines which data element it is resiling by
its position on the page.

- Do nd use standard word breaks at the right margin in the text fields
(Data Element Nos. 18., 21., 22.g., and 22.h. ). Type as close to the
right margin as possible without going over the vertical blue line. Do a
carriage return and cent inue as if you were typing one cent inuous line.

- Do not use any alternate characters such as a small “L” in place of a “1”
(one), or a capitsl letter “O” in place of a “O” (zero).
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Be sure your entries are not longer than the
See the section below on use of continuation

4. Making Correct ions

If at all rmsible, use a carbon film ribbon

space provided on the form.
forms ●

on your Igqx3writer.
Use a “lif; off” correction tape (automatic correction typewriters)
or “lift off” correct ion sheets.

- Do not use “white out, “ ‘fsticl-ont~ correction tape, or correction tapes/
sheets that deposit a white chalk over the incorrect character.
If you can not use the “lift off” correction tape and carbon ribton, then
backspace over the incorrect letter and overstrike a “#,” ‘%” or “$””
The OCR reader will detect this as an error and a correction shall be made
when the information is being processed into FORDTIS.
We have had good experience completing the DD Form 1822 on word processing
equipnent. This is the bed wsy to get error free copy. Plesse call
the IU31YlIS office if you wish to discuss this method (NJTOVON 2~-1 655
or commercial (202 )697-1 655).

5. Securi@ Markings

If the DD Form 1822 is classified, stamp the security classification, top
and bottom, on the lines marked, “WSIFICATION.” Be sure to enter the
same classification code in Data Element No. 2.
Enter the “Classified by” information on the line in the lower right
corner of the form. The declassification instruct ions are entered on
the form in Data Element No. 3.

6. Use of Continuation Forms

A continuation form may be necessary for the following data elements:

5. - REQUESTING COUNTRIES (Up to 50 entries)
17. - SU3JWT COUNTRIES (up to ~ entries
19. - CRCEX3-REFERENCE (Up to 20 entries 1
2 0 .  - KEYWORDS (Up to 25 entries)
21. - REMARKS (Up to 60 lines
22. - LINE ITEMS (Up to 25 items 1

- Use a blank DD Form 1822. Type the page number in the block in the
upper right corner marked “Page No. ” starting with “2. ”

Proceed to the data element or elements that are to be continued and type
the additional information. It is not necessary to enter any

Use as many continuation forms as required, up to the maximum
length of the data element being cent inued.

Please keep continuation forms together with the correct page

other data.

1.

- In some inshnces, it may be easier
more cases than to use continuation
if you do this.
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A SLIGHT MISALIGNMENT

I REPORT OF DISCLOSUREORDENIAL OF US CLASSIFIEDMILITARY lNFORMATlON ,.....n,  [

77 SUBJECT COUNTRIES t

AS BEEN REQUESTED. N O T I C E  MOM T H E  UORD-BREAKS A R E  RADE IN THIS iIAIIpLE.
EJ’lEflBER, DO NOT ADJUST THE FORll ONCE YOU BEGIN TYPING.
19 CROSS REFERENCE ] m. KEYWOROS

a. TYPE [~c RossREFERENcE  THE F I R S T  KEYUORD
DPE I ~012-A4 SECOND KEYUORD

cnI L.?3LI-AV F-Jh .
AN/TPQ-3b

21, REkiARKS HHE CASE REtIARKS  sTART H E R E . IF THE CASE IS DENIED IN UHOLE OR
u PART. THCFA THERE tlUST BE A REASON HERE EXPLAINING MHY THE DENIAL UAS flAD

1

ANY SPECIAL REI’IARKS SHOULD BE ENTERED uHICH MILL FIAKE THE CASE UNDZRSTA
ABLE TO SOREONE UNFAflILIAR UITH THE DOCURfNT OR PROGRAfl, OR ITS R E L A T I O N S @
P  WITH OTHER PROGRAnS. THE INFOR?IA710N  HERE IS VERY IflPORTANT  IN A S S I S T I N

OTHER ACTIVITIES ThAT nAY BE HAKING DISCLOSURE DECISIONS THAT ARE RELATE ,
YOU fiAY USE A CONTINUATION SHEET FOR THIS ITEtl. IF NECESSARY.

22 LINE ITEMS

tl’1 b lYPES Id Id !d . . CIAS Id d. ACTION 1A c. DENIAL REASONS I I I I
J. 00 CUMENTIEOUIPMENT  NO. lRFQQ-IZ34-Fj3 I
f. DOCUh!ENT/EOUIPMENT  NAME jPROCEEDIN6S  oF THE F IRsT ANN U A L  nEE71N6  oN THE USE
F CONVENTIONAL CANNON ARTILLERY

h. lTEMREMARKS lTHIs D O  CUnENT RAY B E  D I ST R IB UT ED  UITHOUT  RESTRIc7:
N TO NATO flEnBER NATIONS.

,  17EMM0 klb WPES Id M Id c. CLAS Ill d. ACTION Ii c OENIALREASONS I I I I
L OOCUMENT/EOUIPMENT  NO. kACC-?3q5-B3 I
s COCUMEMTIEOUIPMENT  NAIAE JIINUTES  OF T H E  S T E E R I N G  conmTTEE - JuNE b?.

h. lTEM REMARKS jTHIs DoCunENT  CONTAINS  pOLICy REcomnENDATxoNs UHI
HAVE NOT BEEN APPROVED. NO F,OR,EIGN RELEASE IS PERnITTED.

c. ITEM NO. I I b. TYPES 11111[ c. C4.As II d ACTIOA II r. OENIALNEASONS I II I
J DOCUMENTIEOUIPMENT  NO. I

Y LbOWMENT/EOUIPAtENT  NAAtE I

A. ITEM REMARKS J

, ITEM NO. I I b WPES 111111 c, CLAs I I d. ACTION II 1 II 1
J OOCUMENTIEOUIWEW  NO.

r. OENIAL  REASONS

I
c. OOCLJMENT)EOUIPMENT  NAME I

IS NOT

<

+

t--

NOTE TK13
WORD BREAKs

k. ITEM REMARsS 1 DO NOT REALIGN

DD FORM 1822
ONCE YOU BEGIN

aD*T#O”  O. “o”7*,so.8oLrTr.

CtA.SSIFIED  BY

CLASSIFICATION
e U* 0wrt*8a.4,a*,e

THE PAPER
TYPING

Figure B-1. Sample DD Form 1822



B. DATA ELEMENTS

Enter inf ormat ion for the data elements in acmrdance with the instructions
provided for each data element. Tables for data element codes are in Appendix A.
Instruct ions for tmin~ the DD Form 1822 and examples are in section A., above.
Following
‘he first
that data
mandatory

the inst&ctions for each data element are two codes in parenthesis.
indicates the maximum number of characters that may be entered for
element, for example, (58). The second indicates whether an entry is
(M) or optional (0).

Dqta Element Data Element
Number Name

1. Short Title

2.

3*

4.

5.

Instruct ions

Enter a one-line sunmary that identifies
the case.

(50 (W

Classification ~ter the classification of the DD Form 1822
as one of the following codes:

U - UNCLASSIFIED
c - CONFIDENTIAL
s - SECRET

(1) (M)

Declassif i cat ion lhter the declassification instructions
Instruct ions in accordance with lbD 5200.1 -R (reference (i)).

If no entry is made and the DD Form 1822 is
classified in Data Elenent No. 2., an automatic
entry of “OADR, ” “Originating Agency’s
Determination Required, ” shall be made when
the case is entered in FORDTIS.

Date CMt

Request ing
Country

(30) (o)

Fmter the date the case was closed in the
format day, month, and year (DDJMM/YY).

(6) (M)

Ehter up to 50 codes that identify the
count ri es to which the disclosure is granted
or denied. See Appendix A, Table 1, for the
country cod es. If the number of entries
exceeds 17, see section A., above, on tie
use of cent inuat ion sheets. Entry of one
country code is mandatory.

(2) (M)
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Data Element Data Element
Number Name Instruct ions

7.

;
\: 6. Act ion Enter the code for the decision on the

case in accordance with Appendix A,
Table 6. If the case consists of
multiple items some of which are
approved and some denied, then use code
“S, ” “Split - See Remarks, ” or divide
the case in two, with approved/qualified
approval on one and denial on one.

(1) (M)

Denial Reasons Do not make an entry for this data
element. If the case is a denial,
enter the specific reason in “Remarks”
(Data Element No. 21. ) or in “Item Remarks”
(Data Element No. 22.h. ). If the case
is a denial, in whole or in part, a reason
for the denial. is required.

8. Enter one or more NDP information
category codes that apply to the case.
See Appndix A, Table 2. At least one
entry is required.

(1) (M)

9= Log No. Enter a local log number, if one is used.

(lo) (o)

10. Significant Enter a “Y” (yes) if the disclosure or denial
is significant, otherwise enter an “N” (no).
See the definitions in Chapter 1.

(1) (M)

Enter a “Y” if the case involves a
recurring disclosure, otherwise enter

NDP Codes

11. Repetitive

12. Agency

13. Office

~ IIN. 11

(1) (o)

Enter the code for the agency
the case. See Appendix A,

(2) (M)

processing
Table 4.

Enter the office or activi~ within the
agency that is processing the case. This
may be an office symbol, command abbreviation,
or other suitable ident ificat ion.

(25) (M)
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Data Element Data Element
Niunber Name Instruct ions

14. Decomp

15. Flags

16. Local Use

17. Subject
country

18.

19.

lg. ae

Ig.b.

Csse Description

Cross-Reference

Cross-Reference

Ihter a “Y” if the information disclosed
denied is intelligence information that
been decompartmented, otherwise enter an
l?NO 11

(1) (M)

T!hese four fields may be defined by the
activity preparing the DD Form 1 &22.

&

Any letter ~r nfiber can be a flag. They
can be used, for example, to identify disclo-
sures in relation to specific disclosure
programs or in relation to specific weapons
programs. It is advisable to document a set
of stmdard flags if this data element is
used.

(1) (o)

This text
preparing

(20) (o)

field can be defined by the activity
the DD Form 1822.

Enter up to 50 country codes to indicate
the country( ies) the information being
disclosed is about. See Appendix A, Table 1.
If more than 17 entries are required, see
section A. , above, on the use of continuation
sheets.

(2) (o)

Enter a description of the case.

(5 lines) (M)

Enter up to 20 cross-references. Refer to
the example, Appendix B, figure B-1 .
If more than three cross-references are
required, refer to section A., above,
on the use of continuation sheets.

Rrter the case type of the cross-reference.
See Appendix A, Table 5.

(5) (0)

Enter the FORDTIS case identification
number of the cross-reference.

(15) (o)
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Data Element Data Element
Nmber Name

20. Keywords

21 ●

22.

Remarks

Line Items

22a. Itan Number

22.b. Item Tj7pes

Instruct ions

Enter up to 25 keywords from the FIIRD’ITS
keyword list. See the example, Appendix
fiwre B-1 ., for the proper format. Use

B,

the most spkif ic key&rds that apply,
for example, use “F-4E” instead of “FIGH’J3ZR
AIRm. “ If more than four keywrds are
required, see section A., above, on the we of
continuation sheets. One keywrd is required.

(45) (M)

Ehter up to 60 lines of text. If the
case decision is a denial, in whole or
in part, then a reason for the denial
must be entered. If the raarks entry
is more than seven lines, refer to
section A., above, on the use of
continuation sheets.

(60 lines) (M, if case is a denial)

A line item entry is made for each
separate doctmwnt or item covered by
the case. Up to 25 line items may be
entered. If more than four line itas are
entered, refer to section A., above, on the
use of continuation sheets. One line-item
entry is required.

Enter a number for each line ita beginning
Withl.

(1) (w

Enter up to three line-its types.
See Appendix A, Table 3.
One item-type code is required for each
line iten.

(1) (M)

22.C. Iten Enter the class if ication of the
Classification item being disclosed or denied.

the following codes:

[J - UNCLASSIFIED
c - CONFIDENTIAL
s - SECRET
T- TOP SECRJTI

(1) (M)

m : IX) JWl? enter lllP SECRET
on the DD Form 1822.

B-7
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Data Element Data Element
Nunber Name

22.d. Iten Action

22.e. Item Denial
Reasons

22*f. Document or
Fquipment Nunber

22.g. Document or
Equipment Name

22.h. Item Remarks

Instructions

Enter the decision code for the its.
See Appendix A, Table 6.

(1) (M)

Do not make an entry for this data
element. If disclosure of the iten is
denied, in ~ole or in part, then
a specific reason must & entered
in Ite-n Remarks (Data Fkment No. 22.h. ).

Enter the document number or unique
identification nunber of the item
approved or denied for disclosure.
~ entry is required either for this
data element or for the next data element.

(25) (M)

Enter the docunent title or
the item approved or denied
h entry is required either
element or for the previous

(3 lines) (M)

Enter information that will
for an understanding of the

the name of
for disclosure.
for this data
data element.

be useful
decision

or nature of the it~. If the decision
is a denial, in whole or in part, then
a reason for the denial must be mtered.

(3 lines) (M, if case is a denial)
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